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POLI CY

The Gty of Coral Springs recognizes that recruitnent efforts are
required in order to hire enployees. Al regular status enpl oyees
shall be hired in accordance with Gty policies and admnistrative
operati ng procedures. Vacant positions shall be filled in the
best interests of the Cty through recruitnent, selection, and
pronotion of enployees on the basis of their qualifications and
rel ati ve knowl edge, abilities, and skills.

PROVI SI ONS

1. Al enployees vested wth the authority to recomend
enpl oynment, termnation, or any other personnel action shal
share responsibility for nondiscrimnatory inplenentation of

this policy.
2. Al though each departnment s responsible for activities
conducted regarding recruitnents, i ntervi ews, tentative

selections, and recommendations for appointnent, the Human
Resources Departnment shall be actively engaged to provide
support services wthin its capacity to any departnent
requesti ng assi stance.

3. Until all necessary authorizations have been obtained and the
respective actual of fer of enpl oynent al | pr oposed
enpl oynent di scussions are to be considered non-obligatory,
exploratory, and tentative in nature and should be indicated
as such to the applicant. Any offers of enploynent nmade to
an individual prior to obtaining all necessary authorizations
shall not be binding on the Gty.

4. Under no circunstances shall a Departnment Director utilize
the service of an Enploynent Agency to fill a tenporary or
regul ar vacancy unless prior witten authorization from the
Director of Human Resources and concurrence fromthe D rector
of Fi nanci al Managenent have been obt ai ned.

5. Adm ni strative operating procedures as determned by the



Director of Human Resources for this policy shall be
appl i cabl e. Procedures may be anended by the Director of
Human Resources fromtinme to tinme as appropriate.

ADM NI STRATI VE REPEAL

The provisions contained herein shall supersede and replace all
prior policies or procedures regarding this subject.

PROCEDURE
A

APPLI CATI ONS AND | NTERVI EVWS

1.

Once Human Resources has officially announced a job
vacancy through the posting of a Job Bulletin, an

of ficial recrui tment has begun. Recruitments may be
withdrawmm via witten notification to the Drector of
Human Resources from the Departnment Director. The

Departnment Director or a designated enployee may work
directly wth Human Resources for assistance and
gui dance in conducting an effective recruitnent for each
vacancy that occurs within their departnent.

I ndi vidual s desiring consideration for enploynent nust
submt an Application for Enploynent formor a resune to
the Human Resources Departnent. Enpl oyees are
encouraged to submt applications for pronotional
opportunities. Al applicants submtting a resune and
granted further consideration shall conplete an
Application for Enploynent at sone point during the
enpl oynent process.

Applications nust be signed and certified by the
applicant in order to be granted consideration.
Fal sification of any part of the Application for
Enpl oyment or any related docunments may upon di scovery,
lead to denial of an application or dismssal of the
enpl oyee. I nconpl ete applications nmay not be accepted
or processed.

Al applications and resunmes received by departnents
nmust be forwarded to Human Resour ces.

Applications for enploynment are accepted by the Human
Resources Departnent even when there are no current
vacancies for a specified position. Applications wll
be kept on file for a period of two (2) years after
receipt.

When a vacancy occurs, previously submtted applications
and resunes on file in Human Resources nmay be consi dered
in addition to all new applications and resunes received
until the established closing date or until the vacancy
is filled.

Certain classifications may require applicable testing
prior to being given consideration. Human Resources



wll admnister tests required and ensure that passing
scores are attained prior to forwarding an application
to a departnent for consideration.

The Human Resources Departnment will refer original or
phot ocopi ed applications and resunes received prior to
the established closing date for a vacancy to the
departnment for consideration.

Upon recei pt of the applications, the departnent shoul d:

a. Review and evaluate all applications and resunes
based on but not limted to relative
qgual i ficati ons, know edge, abilities, skills,
educati on, experi ence, and certifications or
licenses required in accordance with current class
specifications. Veterans Preference wll be given
in conpliance with current |egislation.

b. In order for an applicant to be given further
consi deration, mninmm requirenents of that class
specification nmust be net. Departnents are
responsi ble for this aspect of selection.

C. Prepare an interview schedule and conduct
i ntervi ews. Human Resources nmay assist in
schedul i ng, cont acti ng, or co-interviewing of
applicants at the request of the departnent.

d. Determne who is nost suitable for further
consi deration and pr oceed with addi ti onal
interviews, if necessary.

e. Prior to recomendation for enploynent, t he
departnment should determ ne that the applicant pool
was sufficient. A tentative recomendation may be
construed as a positive determ nation.

f. Prior to any offer or other simlar indication of
enpl oynent, all necessary steps as outlined in
Section B nust be satisfied.

B. SELECTI ON, REFERENCE CHECKS AND THE RECOMVENDATI ON PROCESS

1.

Once the interview process has revealed suitable
applicants, the reference checks and screening steps

should begin. Departments should return those
applications desired for reference checks and screening
to Human Resources. If a Cdosing Date has been

established, then positions shall only be filled by
applicants who applied prior to that established date.

Human  Resources wil | coordinate additional form
conpletion with the applicant and wll coordinate and
conduct reference checks. Academ c degrees, previous

enpl oyers, character references, and all information



provided on the Application for Enploynent wll be
subject to verification as needed. In conformance with
federal privacy laws relating to applicant references,
information gathered during reference checks and
screening steps shall be treated in a confidential
manner .

Once the results of reference checks and screenings
appear satisfactory, the departnent will be so notified
in order that further consideration may conti nue.

The departnent may then recommend an applicant for
enpl oynent and the proper forns can be submtted to
Human Resources for processing. If the Departnent
Director proposes a salary which exceeds the m ni num of
the position's pay range, witten justification nust be
i ncluded for consideration of the salary.

Upon recei pt of a reconmendation for enploynent, a pre-
enpl oynent physical for the applicant is then schedul ed.
Medi cal exam nations nust be satisfactorily passed to
determne fitness to performthe duties of the position.

Medical exanms are not an indication of pending
enpl oynent but rather are an indication that applicants
are under consideration

After acceptance of an applicant's physical exam nation
results, the Director of Human Resources nay authorize
or concur with the recomendation of enploynent based
upon Delegation of Authority, provided by the Gty
Manager .

It is the Gty's intent to enploy the nost qualified
applicant best suited for the position.

The department will be notified once enploynent
aut horization is obtained. An offer of enploynment can
then be mnade verbally by the departnent to the
applicant.

EMPLOYMENT ACCEPTANCE

1.

Enpl oynment acceptance nust be nade by the applicant
within five (5 work days of the departnent's enpl oynent
offer. |f enploynent acceptance is declined, the
departnment may consider another applicant from the
recruitnent's applicant pool, or the departnment may
choose to begin a new recruitnment. Enpl oynent
Procedures shall be followed in either case.

Human Resources nust be notified by the departnent of
the tentative hire date. Enployee orientation will then
be schedul ed. New enpl oyees nust provide proof of work
eligibility and verification of identity to the Gty in
accordance with current legislation (I RCA1986). Hunman
Resources will process the necessary enployee paperwork
to Financial Managenent for payroll purposes.

The departnment should acquaint the new enployee wth



departnental procedures and rul es. A basi c depart nent
orientation to explain the supervisory levels relative
to the enployee, sick leave call-in procedures,
reporting tinmes, lunch breaks, uniform safety shoes, or
other itens of information relevant to the new enpl oyee
i s encour aged.

Applicants or enployees may be required at any tinme to
recertify or update their application or other records
submtted during the enploynent process at t he
di scretion of the Human Resources Departnent.



